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Employee Suggestion _ No, 256 25X1A

A, Information about the Suggestor:

GPO Pay Schedule, Chief, Compesition
Section, Printing Branch, Printing & Reproduction Division, Office
of General Services

B. Summary ef the Suggestion:?

The suggestor proposes a plan whereby enveloe cont i 25X1C
instructions and sketches relgtive to the use o
(printed in 2 lanzuag‘es) be  eliminated which would
effect savings in the cost of envelopes, press-time and clerical
man~hours.

C. Former Methods

9 x 11 pages of instructions were machine-folded, hand-collated,
stuffed into 3 1/8 x 5 1/2 envelopes and then sealed. The hand
operation of stuffing and sealing was naturally slower, time-con-
suming, and costly in materials and man-hours,

D, Presén)t,‘ Method:

The suggestion was informally placed into effect in April, 1953
and the below listed estimated savings have been projected upen
actual experience with the suggested method. The envelope itself
is eliminated and instead of producing separate 9 x 11 sheets which
precluded the possibility of using the fast 10.x 15 Multilith
machine, the size of type and sketch ls reduced and two pages are
run as one on a 10 x 14 sheet thereby saving half the press time,
On the back of the page, in a specified position, would be printed
the wording which ordinarily was printed on the envelopes in such
a manner so0 that when folded the shset would become its own enve-
lope with the wording in proper place. The folded sheet is
stapled with two fine wire staples and so finished. There is no
hand-collating, no envelope stuffing or sealing necessary,.
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Employee Suggestion [N Yo- 215  25X1A

A. Information about the Suggestor:

25X1A _ GS-9, Intelligence Officer, OCD

B, Summéry of the nggestion:

The suggestor propeses that an entry be included in the Industrial
Register/OCD area analyst work book, "A Listing! which would give the
coordinates of each city. An example of the suggested entry is the

following:
CITY OBLAST NO. COORDINATES WAC NO.
ULAN UDE 1111 51 50" N-107 37'E 201

By providing a code punch for thé specific‘entry this would permit enly
those entries to be pulled by machine methods and an Industrial Reglster
Gazetesr could be prepared with ease. :

¢. Estimated Savings:

The Executive/Office of Collection and Disseminstion, estimates
that savings per section per annum would be 875 hours if the system
were adopted by all five intelligence sections of IR. The grade of
staff members performing this activity 1is GS 7 & 9. Since the average
salary is $2.22 per hour, the estimated first years savings would be
$2.22 X 875 or $1942,50. It is planned at this time te effect this
suggestion in the 2 USSR Sections for imuediate savings of 350 manhours.
Intangible benefits appear to be realized by the users of the Gazette
in 28 Agencles,

D. Evaluationt

The Executive/OCD has reperted that this suggestion constitutes
a practical and valuable contribution towards improvement of service
within the Industrial Reglister for the fellewing reasens:

a. Printing city coordinates in IR Industrial Listings
would provide an accurate, convenient and up-to-date gazetteer for
IR analysts in the USSR Sections engaged in filling special requests
frem other CIA Offices and outdide agencies, At the present time,
as many as four gazetteers must be coensulted to obtain proper ceordi-
nates. Ready data on city coordinates will therefere speed all
analytical work in these sections.
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b. The preparation of data could be done in the IR intel-
ligence sections in conjunction with regular analytical duties. The
'time which would have to be devoted by each analyst to this additional
work would be small, but it would be recovered later amny times over,
once the information is.incorporated for future reference,

E., Note:

In view of the estimated savings of $1942.50 as listed above,
it is recommended that, in accordance with the "Scale of Awards for
Tangible Savings, an award of $75 be given. Further, in keeping
with the intangible benefits realized by the users of the IR Gazettie
in the 28 agencies as indicated above additional award of $25 is
recommended under the "Scale of Awards for Intangible Benefits.”
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Empleyee Suggestion -_ No. 316 25X1A

A, Informa.tion about ‘the ggg stor.

25X1A _ GS-14, Intelligence Officer

B. Summary of the §pgggspggg;

The suggestor proposed that CIA adopt a standard form for
the transmission of suggestions.

Co Prior Method :

"~ From the inception of the Agency Incentive Awards Program in -
1948 to mid-March, 1953, suggestions were submitted by memorandum,
l_ettera, etc. with no unifeormity in the presentation of suggestions.

D. Presenb Method.

In mid-March, 1953 , a standard suggestion form was distributed
fqr use throughout the Agency for the submission of suggestions.

E. Information fd_r "the Guidgmce of " thejg_@_nln;_t_tﬁ_e-é__é_

In the main, the fermat of the present suggestion form was
developed in 1949 but for unknown reasons was not adopted at that
25X1A time, Some two years later, submitted his preposal for
the use of a suggestion form. In a memorandum to I dated 25X1A
2 October 1951 from the Efficiency Awards Committee, _ was 25X1A
given encouragement, relative to h:l.s suggestion.

The abeve memorandum gees on to state: ", . ,the Advisor for
Management has been considéring the feesibility of preparing a -
standard suggestion form for CIA. As a result of your proposal,
however, the Committee directed the Advisor for Management to pre-
pare several sample suggestion forms for the Committee's consider-
ation at its next meeting. Consequently, it was necessary to
defer action on your recomuendation until further study is made."

"I will inform you as soon as the Committee takes action on
your recommendation . . .M

Although the suggestion form finally adopted was not the one

25X1A proposed by I the fact that a standard suggestion form was

adopted for use would appear to make the suggestor eligible for a

token award. It is believed unfortunate that the memorandum of

2 October 1951, a part of which is quoted above, was prepared.

However, since a committment of sorts was made, the Committee may

feel desire to approve a token award of $25 in accordance with the

suggested "Scale of Awards for Intangible Benefits.!
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F. Evaluation:

Since the suggestion has already been adopted and estimated
savings are indicated above, no further evaluation appears necessary.

G« Note:

Cash award based on tangible savings would be $20, as indicated
in the seale of awards found in Regulation|Jllc Since this is a 25X1A
suggestion submitted by two employees, any award would be shared by
the two suggestors. There is a question of eligibility for award to
be considered by the Committee. The Chief, Service and Control Branch
has stated that the development of the above procedure is not considered
to be a responsibility of either of the suggestors. However, the
Research and Planning Staff of the Personnel Office has recommended
there be no monetary award but a letter of commendation given the
suggestors.
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soetevee Sueeestion S - >

A, Information about the Suggestors:

b GS-13, Placement Officer, Personnel Procurement
Division, Personnel Office.
I CGS-11, Placement Officer, Personnel Procurement
Division, Personnel Office.

B, _Summary of the Suggestion:

The suggestion involves the development of a "Record of Contact
Letter" which would result in savings of clerical time.

C, Prior Procedure:

Under the prior procedure it was necessary for the Applicant File
Section, Personnel Procurement Division, to make up a file for each con-
tact letter requested. In a great many instances recruiting officers
had spent a considerable amount of time trying to contact applicants only
to find that the applicant had moved or was no longer interested., For
example: an estimated average of 1,000 contact letters are sent out by
the Personnel Procurement Division each year. Of this amount 800 to 900
result in no reply, or a single reply from the individual contacted
indicating a lack of interest in employment with the Agency. Applicant
folders up to the present have been established for such cases,

D, Present Procedure:

Under the present procedure, in effect since Januvary 1953, a card
form "Record of Contact Letter" documents the contacts with applicants
without the establishment of a costly individual folder.

E, FEstimated Savings:

The Chief, S&CB has informed the committee that this suggestion
has been adopted and indicates the below listed estimated savings:

Manhours: 166 hrs. $174.00

Floor Space: L sq. ft. 8.00
Materials & Equipment: 2 safes 120.00
Folders (including fasteners, and name
tabs): 1,000 50,00
Total $352,30
RESTRICTED
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Empleyee Suggestion -— No. 165 25X1A

4, Information about the Suggestors

25X1A _ G3~9, Intelligence Officer, 5I/Biology
B, Summary of the Suggestion:

The suggestor has proposed several ldeas in reference to the
replacement of frame racks and building of shelves in "Que" Building
Cafeteria which will effect improvement in employee morale and safety.,

C. P‘;'o;;osed Changes:

1. Replace the frame rack with two or three rows of wood boards
bolted to the wall itself, each board with an appropriate number of
large hooks, staggered so that each coat can hang relatively free.

2, Build a shelf for hats and other carried articles above this
coat-harniging area. There is no apparent need for the shelf to be .
wider than 1l inches, What advantage may be lest in depth can be
made up by extending this shelf along the wall above the present
bullet:m beard.

3. By supplying adequate racks along the wall of the ca.fet.era.a.,
perhaps below the hat shelf, wet, cumbersome umbrellas can be tucked
away and thus will not be the amnoyance they have been in the past.
Water running off of them can be collected in a simple pan beneath
the racke.

D. Estimated Savings:

No monetary savings are estimated by the suggestor.
B, Evaluation:

The Chief, General Service Office states that "In our opinion the
empleyee has presented a suggestion which can be adopted and prove
beneficial to the flow of employee traffic in and out of the dining
room . . . The recommendation as noted in the suggestion will be re-
quested for completion as soon as poseible,"

F, Note:
It ie recommended that an award to the suggestor be considered

by the Committee with the amount to be determined in keeping with
the Scale of Awards for Suggestions with Intangible Benefits.
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Employee Suggestion _ No. 179 25X1A

A, Information gpggt the Suggestors

o -~

o

25X1A , G5-5, Info Control Clerk, OCD Library

Document Distributiop v

B, Summary of the Suggestion:

The suggestor proposes reducing the number of copies of CIA
Notices, etc, providing one copy for each Branch within each
Division of an Office, with each Branch being responsible for
routing to its personnel. A reading file ceuld be maintained
in each Branch.

C, Estimated Savings:

No monetary savings are estimated by the suggestor. She states
that "This should result in saving of time and money for printing

more urgent intelligence matter."

D. Evaluation:

25X1A I, Ro:vlations Control Staff, Office of DD/A
has informed the Committee that the suggestion was submitted at a
time when the entire system for the distribution of Agency issuances
is undergoing a complete revision with the Regulation establishing
the new system for distributing Agency regulatory lssuances scheduled
for release 17 Apr. 1953. The new system will accomplish, in effect,

- the results intended in the subject suggestion. I sun- 25X1A
marizes his comments with the statement that " . . .thé subject sug-
gestion has merit, and in the opinion of this staff should receive
seme recognition." He further states that "The mere fact that the
subject suggestion had been anticipated in a completely revised dis-
tribution system should not detract from its validity inasmuch as
it indicates that some thought has been given to the subject
independently."

E, Note: _ ‘ - ,
“The Committee may wish te consider the approval of a token award

te the suggestor. Further, a commendatory letter from the Committee
to the suggestor appears warranted.
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Empleyee Suggestion -_ No. 211 25X1A

A, ngarmaﬁioquggput the §ggggst6rs

, GS-13, Intelligence Officer, 0/SI
Intelligence Production Staff

B, Summary of the Suggestidni

The suggestor proposes that a card form for providing infor-
mation for Indexing purposes be used by all collecting personnel
of the Offica of Operations,

C. Estimsted Savings:

No Vmoneitaxy savings are estimated by the suggestor.

D. Evaiugtiéné 7

The Chief, Contact Division/00 states that ". . . the suggested
card form largely duplicates CIA forms now in existence, 57-24 and
57-25," Further comments by him are:

‘1Jse of forms 57~24 and 57-25 by 00/C field persennel, at first
mandatory, was designed to provide Index originally with a file ef
the best "potential' sourcss of foreign information. By September,
1949, sufficient experience had been accumulated to preduce a shift
of emphasis in Index from recemmending "potential” sources te re-
conmending "proven" sources, i.e. sources which had previded specific
information in 00-B reports. The mandatory use of the forms was
drepped and field persennel were given the option of submitting new
contact information either on the forms or in memoranda.

" In view of the existence of forme 57-24 and 57-25, we do not
recommend the adoption of the suggested form. We recommend that
the Efficiency Awards Committee commend the author of the suggestion
for calling te our attention once more the fact, obvious but
frequently overlooked, that the source files of Index, in producing
names as potential sources, are only as effective as the information
which is put intoe them; and that field personnel may have been lax
to & certain extent in forwarding this information (to which the
author of the suggestion admits persenally). We will call this
matter once more te the attention of eur field office."
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E, Note:s

Although the suggested card form has not been adopted, the
suggestion should be considered for an award if it results in the
discovery that an instructlon has not been followed and corrective
action 1s being taken (as indicated in the 2nd paragraph of E.
above). In such instances the suggestion is meritorious within
the meaning of the Regulations, since it has brought about an
improvement in operations or service. A token award and com~
mendatory letter is recommended.
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Buployee Suggostion - [N . 2o 25X1A

A, Information about the Suggestor:

. . G511, Nechanical Miginser, TS5

B, Summary of the Suggestion:

The suggester proposes that the lecation of certain clothing
hooks in rest rooms of Quarters "Eye" and anywhere else the condition
exists be relocated to provide for employee safety.

C. Present, Lopgpipgi

At present clothing hooks are fastened to the top of the door, however,
because of the location in such close quarters it is a safety hazard
in that an employes may be subjected to head or eye injuries in
striking his head upon the hooks.

D. ‘Location:

- The suggestor recommnends that clethling hooks be placed on the
right side of booths thus preventing accidents or injuries to the
head or eyes.

E. FEstimated Savings:

No monetary savings can be estimated as any benefits such as
avoidance of compensation cases or loss of employee services dues to
sick leave are intanglble in nature.

F. Evaluation:

The Chief, General Services Office recognizes the validity of the
suggestion and has reported that arrangements are being made to
relecate these clething hooks at the earliest pessible tims,

G. Note:

The Committee may desire to consider a token award for this
safety suggestion which is provided for in the Guide te Scale of
Awards For Suggestions Providing Intangible Benefits.,
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Employee Sugzestion - [N Yo- 118 25X1A

A. Information about the Suggestor:

I -9, Intclligence Officer, DD/P- 25X1A

B, Summary of the Suggestion:

A revised Disbursement Voucher for Class B -Account.ing. 25X1A

C. Proposed Method:

A check-list of certifications in lieu of receipts being
incorporated into a proposed form which would save time in pre-
paration and insure inclusion of all the detalls required by
Audit Branch.

D. FHvaluation:

The Comptroller states that the proposed Voucher Form is
identical, with the exception of minor details, to a form in-
cluded in the recently completed Field Finance Manual. The
form is not considered to be of such a nature as to warrant
substitution of the proposed Voucher for the one already pre-
scribed by the Manual.

E. Note:

Rejection of this suggestion appears to be indicated for
the reason stated above. A commendatory letter seems warranted
in view of the constructive thinking and the initiative shown
by the suggestor.
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Bnployee Suggestion - [N '°- *°  25X1A

A, Information about the Suggestor:

25X1A I . Go-7, Librarian (Tech), Engineering
Division, Office of Communications

B. Summary of the Suggestions

The use of Punched Tape for Air-Pouch Messages.

C., Proposed Method:

Preparing Air-Pouch Messages on "Flexowriters", or similar machines
and mailing the perforated tapes to the addressees. At the destination,
a message blank, with copies and carbons, would be placed in the carriage
of the machine, the tape inserted, and a duplicate of the original message
produced.

D, Evaluation:

The Cable Secretary prepared the following evalustion:

(1) During May, June, & July of 1952, the Office of Communications
exchanged experimental Pouchgrams with an overseas installation. The
results of those experiments were not wholly encouraging.

(2) The principal deterrent to implementation of the suggested
Pouchgram service has been the determination of the precise mechanics
of operation of the system.

(3) The reasons for tentatively rejecting "Flexowriter! were:

a. Equipment investment would be large.

b. Repalr and maintenance would be a problem at field
installations.

¢. Virtually the same results could be obtained by using
teletype equipment which is already in operation at
most stations that might be involved.

The Office of Communications concurs in the above evaluation.,

E. MNote:

Rejection of this suggestion appears to be indicated by the foregoing
comments. A commendatory letter seems warranted in view of the constructive
thinking and the initiative shown by the suggestor.

RESTRICTED

Security Information

Approved For Release 2000/08/07 : CIA-RDP80-00832A000100020002-2



25X1A

CONFIDENTIAL
Approved For Release 2206/08/6iCIA-RDP80-Q0832A000100020002-2

mmployee Suggestion [N ro. 131 25X1A

A. Information about the Suggestor:

B 2. motoiiigence Officer, NED/OSI

B,  Summary of the Suggestgggg

A central index file for CIA Summary Intelligence Froduction
is proposed by the suggestor,

C. Proposed Method:

CIA Summary Intelligence Reports, estimates, surveys and research
aids should be established in s central index file. The files could
be effected by the following:

a. Subdivide the files in the appropriate security classification
of the listed reports (i.e. Restricted Data-Top Secret, Top
Secret, Secret, etc.),

b, Within each of the classified files, arrange the index of
reports according to the subject-title and crossindex according
to ares-title, ,

¢, List on each index card the pertinent information regarding the
Summary report concerned, for example:

(1) Security Classification

(2) Subject
(3) Short abstract of topics included in report and ete.

D. Evaluations:

The Assistant Director for Collection and Dissemination prepared the
following evaluation:

a. An Intellofax system exists under which IAC Intelligenceé Reports,
1947 to date( including all CIA produced reports) recsive ox-
haustive subject and arca indexing.

bs The proposal to subdivide files by security classification is
impracticable from the Reference point of view., Pertinent
reports on the given subject” would be arbitrarily dispersed to
five or more locations and facility of access would be seriously
reduced.,

¢. The CIA Library Intellofax system can, with minor exceptions,
provide listings arranged by the control categories suggested
in the proposal,

CONFIDENTIAL
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d., The CIA Library knows of no comprehensive guide showing
office responsibility by intelligence subject category.
The value of the product probably would not warrant the
expense involved in its maintenance. . . The AD/OCD
believes that the essential features of the proposal
are already in existence,

E., Note:
el il ¥ i{

» i,:,_ L T i:
Rejection of this suggestion appears to be indicated by ﬁhe -
foregoing comments, A commendatory letter seems warranted in view
of the constructive thinking and the initiative shown by the suggestor.
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Empleyee Suggestion -_ No. 137 25X1A

A. Information about the Suggestor:

_ CPC-3, Messenger, General Services

B, Sumggtz,of the Suggestion:

Having messengers assigned to individuel offices, ceollecting all
Top Secret packages and depositing such packages in a central location
within building where they will be collected by a Top Secrst Courier
for interbullding transmission.

C. 'Preposed Method:

Messengers would be specially cleared so that they could handle
Top Secret mail in their buildings. In doing so the messengers would
expedite special and Top Secret documents. The messengers would pick
up the above documents from offices in the building assigned te and
have Top Secret mail ready in their safes te deliver to incoming couriers.
The suggestor indicates that manhours would be saved and would eliminate
the need for extra messengers.

B, Estimated Savings:

The suggestor makes no estimate of monetary savings, although he
states that a material savings can be realized as fewer couriers will
be required and that couriers could be utilized for other work when not
eccuppied in transmitting Tep Secret Documents.

E, FEvaluation:

The CIA Tep Secret Control Office indicates that the adoption
of the above suggestion would impede the rapid transfer of TS material
and weuld be in conflict with the present security policy of CIA.
The intermingling of TS material with material of leower classification
would necessarily result in slowing down the transfer ef TS material.,
The Agency presently transmits TS material by means of TS network.

F. Note:

The rejection of this suggestion appears indlcated for the reasons
stated above in the evaluation of the CIA Top Secret Control Office,
A cemmendatory letter to the employee from the Committee for his interest
in improving Agency eperations is recommended.
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Empleyee Suggestion |GGG ¥-. 138 25X1A

A. Information about the Suggestor:

25x1A | cs-7; ©telligence Assistant, FE

B, Summary of the Suggestion:

The suggestor preposes that there be devised a standardized
system of organizing operational material in each of the two '
25X1A s_ections,“ DD/P at desk level. ‘

C. Proposéd Method:s

The suggestor proposes that each section have in safe files
under: TItem A: Project and related HQS cerrespondence up to the
approval of the project. Item B: HQS correspendence relative to
the project or operation after its approval. Item C: All incoming
and outgoing dispatches relative to the project. Item D: All
incoming and outgoing cables relative to the project or operation.
Further, the sections shall maintain operations cards (8X5) on
which a chronological history of all memos, dispatches and cables
are carded,

D. Estimated Savings:

The suggestor makes no estimate of monetary savings.

E. Evalﬁatggn:

' The Chief, Records Integration/DD/P does not recommend the
adoption of the suggestion for the reasons he states below:

- m, ., project files should be divided chironologically rather
than by decument category . . . . The maintenance of 5 X 8 summary
cards 1s not recommended because their preparation would add to the
work load of the Offices, and always presents a risk of inaccurate
information becoming the basis of operational action. In additionm,
these cards could not serve as a permanent microfilmed record of
the degks' projects and operations. . . Personality flles should be
maintained wherever possible instead of card files. . . pseudonyms,
true names, and other information of like nature are not te be held
together in the same file, (Reference CIA Regulation HENEEL ~ 25X1A
paragraph F(2). . . There is a tendency in all offices and Divisions
to expend man-hours on the maintenance of card indices and other
voluntary administrative acts that have only a limited value."
The Chief, RI also seriously questions the employees statement
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that "One section Chief and an Assistant can easily monitor all
material coming across their dosks and keep the cards and files
up to date and still have time to study the operations." . . .
Wt is felt that the employee has not glven proper weight con-
sideration to the operational and primary purpose of the filss
concerned, and is placing too much emphasis upon the malintenance
of a superfluous index."

F., Note:
‘Rejection of this suggestlon appears indicated for the reasons

stated above. A4 commendatory letter expressing appreciation of the
Committee for the suggestors interest is recommended.
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Enployee Suggestion _ No. 143 25X1A

A. Information about'the Suggestér;

B - oveilicence Officer DDP/EE

B. Summary of the Sﬁggesﬁioh:

"~ The suggestor proposes a strictly enforced ruling that regular files in
DD/P be ¢harged out enly on a 2}, hour basis and hand-carried te and frem
Reglistry. Additionally proposed is the e¢reation of a searching greup
in Registry which would have as its function the running down of missing
files and assembling them in Registry so that case officers would have access
+6 all the desired files ab once., The prevision of more adequate space
in Registry for those wishing to examine documents there would reduce
the need of charging out so many files. The suggestor believea that
case officers waste a great deal of time trying to get documents from
the filea. Frequently, document.s requested from Registry had been
charged out to various desks throughout I,d,K, & L Bldgs. The case
efficer has to run down the files frem office to office, usually at a
considerable loss of time.

C. Estimated Savings:

The suggestor makes no estimate of monetary savings although she
believes that the werk of the Agency would be expedited and that many
hundreds of manhours would be saved if the suggestion was adopted.

D. Evalustion:

The Office of the Chief of Administration, DD/P states that "Both'
the observations made in this suggestion are extremely valid, however,
there are strong reasons why the suggestion cannot be fully implemented.

With respect to suggestion a), a 24 hour charge-out time would be

unrealistic bearing in mind the physical dispersion in DD/P units of
organization. Additionally, bearing in mind the present clerical shortage,
it would be an undue imposition en the units of organization to require
that all RI files be hand-carried. “Suggestion b) cannot be fully
implemented becatise of T/O limitations in creating a gearching group,

and because of lack of an adequate space alletment to DD/P whereby reading
room area could be made available to the various case officers."

E, 'Nét-,e._i_

Rejection of this sugges%ion appears indicated in view of the
evaluation above, A conmendatory letter appears warranted for the
constructive thinking and initistive shown by the suggestor.
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Employee Suggestion I - 15° 25X1A

A. Information about the Sugges’c.orf.

25X1A | _ GS-12, Intelligence Officer, ORR-D/I-FE

B. Swunmary of the Suggestibn:

The suggestor proposes that a means be provided for attaching
a copy of translations to documents in erder that the next user may
be enabled to take advantage of the previous user's translation
efforts. The proposal would be restricted to those cases where a
detailed, caraful translation is performed.

C, Proposed Method:

The translator could have prepared an extra copy of the trans-
lation to attach to the document with ne 1dentification of himself
or the organization, thus maintaining the anonymity of the Agency.
The translator could file a copy of the translation in his branch
or similar unit files and note on the original document that such
translation is available and where. The suggestor also proposes
that a central file for translations could be established in this
Agency, wherein translations could be fil=d by document number. The
copy in file, prepared by the translator, could carry his namse
and office designation to permit subsequent users to discuss the
translations with him, but the revolation of his idéntity would be
subject to the control of the central filing effice.

D. Evaluation:

‘The Office of Assistant Director for Research and Reports states
that . . » "the time required by the translator te have his translation
in such form that it can be passed on with the document for informatien
of all future readers would consune more time than the skilled linguist
would use in preparing an official translation. We belisve, also,
that translation inaccuracies would be a gerious problem. We would
not want to encourage future users of the document o depend on an
attached translation unless that trenslation contained some certifi-
cation that it was the work ef an experienced and competent trans-—
later . . » As a third disadvantage ——- and on this point our view
is of this office only —- we would prefer that our analysts advance toward
& state of knowledge which would eliminate the necessity of translation
for their own use. To set up a requirement that such an analyst prepare
o formal translation would be an unjustified burden on his time."

. Note:
Rejection of this suggestion appears indicated for the reasons stated

abeve. A commendatory letter to express the Committee's appreciation for
the interest and initiative shown by the suggester appears warranted.
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Empleyee Suggestion -_- 156 25X1A

A, Informatioh about the Suggestor:

25X1A _ GS-5, Top Secret Courier, DDP/RI/DP

B, Sumnary ef the Suggestions

The suggestor proposes the establishment of one central mail
room for bulldings I,J,K, & L.

C. Proposed Benefitss

The suggestor believes that the proposal would save considerable
effort in the extra handling of mail and should expedite the dispatch
of bulk material that would otherwise be referred to the Q Building
mail room for rerouting back to Bldgs. I to L.

D, Evaluation:

The Chief, General Services Office has reported that a system
to eliminate this unnecessary handling ef mail was instituted on
29 January 1953. All internal mail for these buildings, other than
that addressed to offices in the DDP Complex, is now handled thru a
central mail room located at 1005 I Building. Present regulations
require that for control purposes, all DDP mail in these buildings
be delivered te and picked up from the RI Registry.

. Note:

Since the proposal contained in this suggestion has already been
adopted and put into effect prior to the receipt of the suggestion
it would appear that no award is in order. A commendatory letter to
express appreciation from the Committaee to the suggestor for his
interest and initiative appsars to be indicated.
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Empleyee Suggestion - o 158 25X1A

A. Information about the Suggestor:

25X1A _ GS-9, Electrical Engineer, Commo. Specialist

B, Summary of the Suggestion:

The suggestor proposes that in order to eliminate unnecessary
typing, rubber stamps be made which would contain Communications
Terminolegy. Samples of some of the proposed types of rubbsr
stamps are:

HIGHEST PROBABLE FREQUENCIES (HFF)

Communication may be expected less than:

(1) 90% but greater than 10% of the days when operating
between the FOT and HPF

Circult Datas’

1. Xmbtr Output Power

C. Estimated Savings:

" " The suggester states that more than 10 working hours are saved
each month, He believes through the use of rubber stamps, from
sixteen to twenty hours or from $15 to $50 would be saved each month
depending on the number of projects if additional stamps were used.

D. Evaltiation:

The Chief, Communications Opsrations Division, Office ef
Communications, believes that the above suggestion does not repre-
sent a departure from already established office routine. He
further states that the proposed rubber stamps were developed as
a part of the regular office procedure having been previously
adopted from Armed Forces procedures. In a telephone conference
with the Coumittee Secty, the evaluater indicated that the infre-
quent use of the proposed stamps would not justify the expense of
being made.

E, Notes

Rejection of this suggestion appears indicated for the reasona
stated abeve,

CONFIDENTIAL

Security Iiform: »
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Employee Suggestion -_ No, 169 25X1A
A, Information about the suggestors

I, cS-4, Clerk Typist, DEP/Staff C

B, Summary of the Suggestion:

The suggestor, oses that orientation be given to new
employses in the m FI,DD/P, which will
include the empleyee being advised ol an ven a training period

in the activity of the Branch te which he is being assigned. After
such a preview, the employee will then make a decision whether he
w:_lll accept the assignment or note

Co Evalua.’c.ibm

The Chief, qstates that ?. . . the
Branch already has an internal training program for the orientation

of new employees in the funetions of RI, and presents, through
priefings, & picture of how and where RI fits into the Agency
organizationally and functionally. However, the subject suggestion
is concerned with an employee's being advised of and given a trial
period in the activity to which he is te be assigned. After such a
preview, the employee would then make a decision whether he would
accept the assignment. ‘This is considered to be impracticable."”
The Office of Training currently provides orientation briefings to
which clerical employees of this and other offices are sent for
information as to the functions, etc. of the Agency.

D. Notes

It appears that the above suggestion is already being carried
out insefar as orientation and training of new empléyees is con-
cerned. A letter of appreciation to the suggestor for her interest
and initlative is recommended.

RESTRICTED
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maleyes Sugzestion - - 172

A, Information about the Suggestor:

7 _ GS-12, Intelligence Officer, OCD Liason CIA

B, Summary of the Suggestion:

The suggestor proposes that the Persomnel Office contact the
Civil Service Commission, in addition to other Agencies which may
be effecting a reduction in force, in order to obtain referrals
for prespective employment with the Agency.

C., Evaluation:

The Chief, Persennel Procurement Division has reported that
the clerical recruitment Branch has already been in constant
commumication with the above Agency with recruitment being con-
ducted on a constant basis for clerical persennel from these
Agencies. The Branch has already reviewed the files of the entire
complement of those leaving the National Production Authority. 1In
addition, available economists (as mentioned in the suggestion) in
other agencies where RIF's are being conducted have already been
screened and interviewed where appropriate.

D. Note:

Rejection of this suggestion appears indicated since the
proposal has already been carried out prior to the receipt of
the suggestion. A commendatory letter is recommended expressing
the Committee's appreciation to the suggestor for his Interest
and initiative, '

25X1A
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Empleyee Suggestion - | NNETNGTTNGEGEG . 17: 25X1A

A. Information about the Suggestor:

s G5-9, Operations Officer, Projects
& Flanning

B. Summary of the Suggestion:

The suggestor preposes that wooden wedges be made for the purpose
of propping open swinging-type emergency fire doors and outside emer-
gency exit doors of CIA buildings in order that personnel can move
unobstructed in and out of the buildings, during the execution of
air raid and fire evacuation programs,

C, Evaluation:

'The Chief, Security Control Staff, Security Office states that,
", . . Wedges holding outside doors open could themselves form a
tripping hazard. Further, if wedges are used for these doors and
not removed after an air raid drill, they would allow, in case of a fire,
both fire and smoke te spread throughout the wing." The abeve con-
clusions were reached after a consultation with other officials within
the Office of Security and in view of the above conclusions the
Security Office is of the opinion that the use of wedges on emergency
exite or fire doors should not be allewed.

D. Note:

Rejection of this suggestion appears indicated for the reasons
stated above. A commendatory letter expressing the Committee's
appreciation is recommended.

Hﬁ’ﬂiﬁ'\\\-
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Enpleyee Suggestion - Yo, 177 25X1A

A, Information about the Suggestors

25X1A _ GS-L, Clerk Typist, OCD/Graphics Register

B. Summagx of the Suggestion:

The suggestor proposes that a manual, similar to the Correspondence
Manual, be developed for all personnel who edit and cempose Agency
correspendence in order to provide for uniformity in correspondence
throughout the Agency,

C. Estimated Savings:

The suggestor makes no estimate of monetary savings although
she believes that there would be considerable manhour savings of
typists, stenographers and secretaries in avoiding the retyping
of correspondende,

D, _Evaluation:

The Office of Training states that "The Correspondence Manual,
released in April 1952 was designed to make all correspondence pro-
cedures uniform throughout the Agency and is available to all Agency
personnel." OTR further states that ", . . Stenographers and typists
should be the logical persons to assume responsibility fer cerrect
cerrespondence procedures, . . . every effert is being made by the
instructors in the Clerical Orientation Section and in the Clerical
Refresher Section to teach the Correspondence Manual to all Clerical
people se that the manual will be more widely used and uniformity
of correspondence will be ebtained.

E. Note:

It appears from the foregoing evaluation that the method for
carrying out the suggestion is available, however, the implementation
is another matter. A commendatory letter expressing the Committee's
appreciation to the suggestor is recemmended,
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Empleyee Suggestion —_ No. 159 25X1A

A. Information about the Suggestor:

_ GS-7, Mail & File Supervisor, Commo Registry
B, Summary of the Suggestion:

The suggestor propeses that the Agency issue identification
cards to employees to be used for the obtaining of credit, etc.

C, -Evaluation:

The Chief, Security Control Staff, Office of Security states
that ", . . it is the opinion of this Office that the security
hazards inherent in the issuance of identification cards for this
purpose would outweigh considerably the benefits the Agency would
receive as the result of such a policy. Some of the more obvious
security factors are those which would result from the loss or
theft of such cards, which would identify the holder as an
empleoyee of CIA,

‘The Agency policy with respect to obtaining verification of
employement for credit purposes 1s set forth on page 42 of the
employees'! handbook entitled, "Your Job in the Central Intelligence
Agency", which this office understands is distributed to all
employees,! : -

D. Note:

Rejection of this suggestien appears indicate for the reasons
stated above, A letter of appreciation from the Committee seems to
be warranted.
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Employee Suggestion -_ No. 145 25X1A

A, Information about the Suggestor:

B, Summary of the Suggpstionﬁ

25X1A

The suggestor proposes the installation of parking facilities in
the entire area southeast of Quarters I Bldg. He believes that this
would provide an opportunity for most employees to drive to work,
decreasing tardiness, and providing for better empleyee morale.

C, ZEvaluation:

The Chief, General Services Office states that the above suggestion
of converting the area southeast of Qts. I is not a new one and has
arisen several times during the past 3 years. Careful investigation
has indicated a number of decisions and regulations which interpose
objéctions to the possibility of converting the area into a parking
lot . \

He further states that . . ."The General Counsel has on numerous
occasions rendered opinions to the effect that thls Agency has no authority
to expend sums of money for leasing land and/or improving government-
owned land as parking facilities for government employces. The matter
of acquiring additional park land has been investigated over the past
3 years. The Department of Interior and National Capital Parks have
declined to allow any further encroachment on park property for such
facilities.”

D, Note:

T —————

Rejection of this suggestion appears to be indicated for the
reasons stated above, A letter of appreciation from the Committee
appears warranted.
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